
Guide to Reports



LR2000 Public Reports Menu.

Click on the report name to initiate report generation.



Lets look at reports, starting with       
Case Recordation (CR).



The first report we’ll look at is the 
Serial Register Page

Note:  
We are providing 
a sampling of 
reports.



Criteria Selection – Serial Register Page
Selection of the CR Serial Register Page – Mass option from the LR2000 

Report Menu displays the criteria group selection window

Select New Format Serial Entry then click Select Criteria



Report Criteria – Serial Register Page

Enter Serial Number information in appropriate fields.  
Click on Enter Value.



Report Criteria – Serial Register Page

After you have clicked on Enter Value, a pop up window will display 
to confirm Serial Number entered.
Select ‘OK’ to continue.
(You can repeat these steps to enter multiple serial numbers). 



Report Criteria – Serial Register Page

Click Run Report.



Report Criteria – Serial Register Page

A pop up window will display to confirm the selection criteria.
Select ‘OK’ to run the report or Cancel to change selection criteria.



Report Format – Serial Register Page

The Serial Register page report will display. 
You can select a different report format or the Banner Page from the drop down list. 
Click the Go button to proceed.



Report Format – Banner Page

Select “Banner Page” from the drop 
down list then click on Go to display 
the Banner Page.



CR Case Information



Criteria Selection – Case Information 

Admin State and Casetype are required.
Select other criteria you would like to filter on. Geo State and Case Disposition have 
been selected for this report. 
Click Select Criteria.



Click the Set button for the Admin State criteria.



Enter the state code(s) 
separated by commas
OR
Select the State(s)

You can click Close or click on the Set button for the next criteria you would like 
to select.



Select the operation and enter the 
casetype code(s) separated by 
commas

OR
Select the code(s) from the picklist

You can click Close or click on the Set button for the next criteria you would like 
to select.



Enter state code(s) separated by 
commas

OR
Select the state(s)

You can click Close or click on the Set button for the next criteria you would like 
to select.



Notice the selection criterion you have already set are displayed next to the 
Set (Limits).

Enter the case disposition code(s)
OR

Select the value(s) from the picklist

You can click Close or click on the Set button for the next criteria you would like 
to select.



Select the initial Report Format and click Run Report



A pop up window will display to confirm the selection criteria.
Select ‘OK’ to run the report or Cancel to change your selections.



Report Format - Casetype Totals

The report is 
displayed in a new 
window in the 
format you initially 
set as your criteria. 
You may select 
another report 
format from the 
drop down list, 
then click on Go.



Report Format – Case Info by Casetype

Select a new 
report format 
from the drop 
down list, then 
click on Go.



Report Format - Banner Page

The report format Banner Page 
has been selected and is shown.



The CR Geo Report 
With Customer



Criteria Selection – Geo Report  w/Customer 

Admin State is required.
You must select either the Mer Twp Rng or MTRS criteria.
Select any optional criteria. 
Click Select Criteria button.



Click Set for the Admin State criteria

Enter state code(s) separated by 
commas

OR

Select the state(s)

Notice that the “look and feel” or appearance of the selection criteria are very 
similar!



Click Set for the Mer Twp Rng criteria

Enter the land 
description in 

the format shown
AND

Click the green 
checkmark

Click Select All if more 
than one MTR is defined

Example of MTR 
format

The meridian, township, range format is very important! Please view the example 
provided. The example provided is for the 6th Principle Meridian; Township 1 South; 
Range 98 West.



Click Set for the Geo State criteria

Enter the state code(s) separated 
by commas

OR
Select the state(s)



Click Set for the Case Disposition criteria

Enter the comma separated disposition(s)
OR

Select the disposition(s) from the picklist



Click Set for the Casetype criteria

Select the operation and enter 
the casetype code(s) separated 
by commas

OR
Select the code(s) from the 
picklist



Select the Report Format Sort Order.
Click Run Report



A pop up window will display to confirm the selection criteria.
Select ‘OK’ to run the report or Cancel to change your selections.



Report Format – Sort by Serial Number

The report is displayed in a new window in the format you 
initially set as your criteria. You can select a new report 
format from the drop down list and click on Go.



Report Format – Sort by MTR

The report is now displayed in the MTR order.



Report Format – Banner Page

The Banner Page display.



Now lets look at 
Legal Land Description 



Criteria Selection – LLD Summary Report

Admin State is required.
Select the Mer Twp Rng OR the MTRS criteria. This is a required selection.
Select the optional Geo State criteria.
Click Select Criteria.



Click Set for the Admin State criterion

Enter the state code(s) separated by 
commas

OR
Select the state(s)



Click Set for the Mer Twp Rng criterion

Enter the land description 
in 

the format shown
AND

Click the green 
checkmark

Click Select All if more 
than one MTR is defined

Example

The meridian, township, range format is very important! Please view the 
example provided. The example shows the 6th Principle Meridian; Township 1 
South; Range 98 West.



Click on Run Report



A pop up window will display to confirm the selection criteria. 
Select ‘OK’ to run the report or Cancel.



Legal Land Description Summary Report



Report Format – Banner Page

The Banner Page is displayed after 
selection from the drop down list 
and clicking on the GO button.



Navigating Through the Reports



About the Menu Bar

If you hover your mouse over each of the buttons on the menu 
bar, a yellow box will display information about the function of
the button.

Export to PDF



Selecting Report Formats and Banner Page

Select a different report or Banner Page from the drop down list in the menu 
bar. 
Click on the GO button to display the newly selected report.



How to go to the Next Page in a Report

If the report has multiple pages, the arrows on the menu bar will be highlighted. 
To navigate the pages, click on up or down arrow. 



How to Print a Report

To print a report you must first put the report in PDF format. 
You do this by selecting the PDF button on the menu bar. 



Other Selections on the Menu Bar

A
B C

E
D

F G I K

H J

A – Drop down list
B – Go button to process the selection from the drop down list.
C – Inactive.
D – Displays page number of the report.
E – Report navigation arrows (next and prior report page).
F – Inactive.
G – Print (PDF) button.
H - Exports the report to an Excel spreadsheet.
I - Allows the file to be saved locally.
J - Closes the document.
K – Help screen.
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